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User Guide:
How to create a quote and bind a policy.

1 Enter your username and password.
NB: Your username will be the email associated with your account.
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2 To create a new quote, click on the relevant product offering.

3 Once read & understood, click "I have read and understood the Duty of
Disclosure" and click "Next"
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4 The term start & end dates will default to today's date. Once the quote is
generated these dates will grey out. If they need to be changed before binding
cover, you will need to "Copy Quote" and edit them.

5 If doing a Motor Vehicle quote, select your "Product Variation/Cover Type."
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6 You will need to create a profile for your client (or link an existing profile) before
you can proceed. To do, click on "Link Party".

7 If searching for an existing profile enter the name and click "Search".
If creating a new profile, click on "Create Global Party" and enter the details.
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8 Select an existing profile be clicking on the result.

9 Select the insured entity type (Individual or Company) and fill in the "First Name,
Surname" or "Company" fields. Then click "Next"
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10 To add a driver, simply click "Add Driver".

11 Complete all the disclosure questions on the Driver Details tab.
NB: Please ensure full names are entered, no initials will be accepted.
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12 To add more drivers simply click on "Add Driver" and repeat the process as many
times as you want.

Click "Next" once all drivers have been added.

13 To add a vehicle, simply click "Add Vehicle".
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14 Select your Level of Cover - Comprehensive or Storage/Restoration.

NB: Please refer to our PDS regarding conditions of cover under these options.
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15 To search for a vehicle you can do so 3 ways.

1. Rego Search by entering vehicle registration then selecting the registration State.

2. By selecting the vehicle from available list options.

3. By entering the vehicle manually if no valid Rego search, or vehicle cannot be found in the
dropdown list. NB: All manually entered vehicles will refer.
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16 You will need to ensure that you select the vehicle from the search results, even if
there is only one vehicle showing.

17 Select the drivers who will be driving, and need to be covered, for this vehicle.
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18 Proceed to complete the remaining vehicle disclosure questions relating to Usage,
Values, Modifications/Accessories, Condition, Finance. etc.

19 Type in the overnight parking address for this vehicle, it will produce results as
you type.
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20 The basic excess for this vehicle will show at the bottom of this tab.

If you wish to add a voluntary excess to reduce the premium, you can do so here
on each vehicle tab. It will recalculate on the Premium screen.

Click "OK" once all questions have been answered.
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21 To add more vehicles simply click on "Add Vehicle" and repeat the process as
many times as you want.

Click "Next" once all vehicles have been added.

22 If all details entered are acceptable by the system it will produce an auto quote for
you, displaying the individual premium splits per vehicle (inc all charges).
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23 Click the "Commission Rate Requested" field. If you wish to adjust your
commission level simply enter the desired percentage and the system will
recalculate accordingly.

The "Commission Rate Applied" field will show you what is applicable on this
policy.

NB: You are only able to enter a value between 0% and your standard commission
rate. No higher.
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25 If you need to refer your quote to an Underwriter you can do so by clicking on
"Submit Referral".

We recommend adding a Comment before doing so to assist the underwriter with
your request. Refer next images.
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26 Click "Communications"

27 To add a Comment, simply click "Add" and enter your text.
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28 To add an attachment such as a purchase invoice or photos of a vehicle, simply
click "Add" and select the file (one by one) to upload.

Simplafy Connect – NB User Guide v120224



18

29 To view the Clauses (or Endorsements) applicable to this quote/policy, simply click
"View".

These Clauses range from minimum driver age requirements to overnight parking
conditions, plus any system or underwriter imposed Clauses.

30 If no referral is required or once formally Approved, to produce a Quotation
Summary document you will need to select "Generate Offer".

NB: Doing so grey's out all questions on the quote.
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31 To view & download your Quotation Summary, simply go to the Documents
screen and click on the .pdf to download.

32
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33 Once you're ready to bind cover (remembering the Term State & End Dates have
been greyed out with the original quote dates, along with all other fields), simply
click on "Bind & Close.
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34 If, prior to binding cover you need to update any details including the policy
start & end dates you will need to click on "Copy Quote". This produces an
unlocked editable duplicate version of your quote.
NB: You can click on "Copy Quote" as many times as you like to create multiple
versions, but only one of these quotes can be bound and closed.

35 If you have clicked on "Copy Quote" you will see that all the question fields can
now be edited.

Proceed to update quote details as needed, including the Start & End dates.
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36 Click on "Calculate Terms" so the system can recalculate the quote terms for you
taking into account any & all changes you have made.

37 Once you're ready to bind cover (remembering the Term State & End Dates have
been greyed out with the original quote dates, along with all other fields), simply
click on "Bind & Close.

Simplafy Connect – NB User Guide v120224



23

38 Click "OK".
To download the New Business schedule & the Certificate of Currency, simply go
to the "Documents" screen under Communications, click on & download the files
accordingly.
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